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PATTY JUDGE, LT. GOVERNOR EUGENE I. GESSOW, DIRECTOR 

April 3, 2009 

GENERAL LETTER NO. 16-G-24 

ISSUED BY: Bureau of Protective Services,  
Division of Children and Family Services 

SUBJECT: Employees’ Manual, Title 16, Chapter G, DEPENDENT ADULT 
PROTECTIVE SERVICES, Contents (pages 1, 2, and 3), revised; and pages 
24, 25, 26, 27, 56 through 64, 87, 88, and 89, revised. 

Summary 

This chapter is revised to: 

♦ Add information for workers to consider coordinating interviews of dependent adults with 
department service workers. 

♦ Add information concerning caretakers who have power of attorney for health care for 
dependent adults who may be violating the law.  Unless the caretaker is related to the 
dependent adult within the third degree of consanguinity, by law a person may not provide 
care to a dependent adult and also have power of attorney for health care for the dependent 
adult. 

♦ Direct workers to withhold or delete social security numbers of the dependent adult and the 
person responsible for abuse when releasing dependent adult abuse information to persons 
who have access to that information. 

Effective Date 

Immediately. 
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Material Superseded 

Remove the following pages from Employees’ Manual, Title 16, Chapter G, and destroy them: 

Page Date 

Contents (pp. 1, 2, and 3) October 24, 2008 
24-27 October 24, 2008 
56 January 11, 2008 
59 September 16, 2005 
60 March 9, 2007 
61-64, 64a, 87 October 24, 2008 
88, 89 March 9, 2007 

Additional Information 

Refer questions about this general letter to your area social work administrator. 
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If the intake sheet states that a Department service worker has an open service case on 
the dependent adult, consider coordinating a home visit to interview the dependent 
adult together.  The service worker can provide valuable information concerning the 
dependent adult, contribute to a more comfortable interview because the adult will 
know the worker, and eliminate the need to interview the adult more than once 
concerning the incident. 

When the guardian is the person who is suspected of abusing the dependent adult, do 
not notify the guardian you are going to interview the dependent adult.  Even though 
a legal guardian has control of the dependent adult’s physical person, your authority 
to interview a dependent adult who is suspected of being abused, has precedence over 
the guardian’s control of the person. 

Contact the county attorney for assistance if the guardian, a member of the guardian’s 
family, or an associate of the guardian who might try to protect the guardian 
interferes in any way to prevent you from interviewing the dependent adult or from 
interviewing the dependent adult alone.  Obtain an emergency court order to enter the 
residence of or examine or interview the dependent adult.  See Court-Ordered 
Interventions. 

Clearly identify yourself and the purpose of your visit.  Ask open-ended questions 
which require the dependent adult to explain or to provide information.  Take into 
consideration the adult’s age, functioning level, and ability to communicate in 
conducting the interview. 

Conduct the portion of the interview that addresses the specific dependent adult abuse 
allegations away from the alleged perpetrator.  The dependent adult will most likely 
be afraid of the alleged perpetrator and not willing to be honest about the alleged 
abuse in front of the alleged perpetrator. 

Factors to consider in assessing safety include the dependent adult’s ability to protect 
him or herself, how the caretaker is expected to respond to the allegations, the 
severity of abuse, and if abuse has occurred previously. 

Document your initial assessment of the dependent adult’s safety in the report (e.g., 
“The following actions have been taken to ensure the protection of the dependent 
adult:…”).  Explain what was done in relation to the allegations.  Document a more 
complete assessment of the dependent adult’s safety in the “Narrative” section. 
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If you feel that a dependent adult is not safe, document that fact in the report.  Include 
documentation of your efforts to protect the dependent adult. 

Dependent Adult Refuses Interview 

Legal reference: Iowa Code Section 235B.3(6); 441 IAC 176.6(3) 

A dependent adult or the dependent adult’s guardian may refuse to be interviewed.   
If you can show probable cause that a dependent adult has been abused, a court may 
authorize you to do any of the following: 

♦ Evaluate or assess the dependent adult. 
♦ Enter the residence of a dependent adult. 
♦ Gain access to the financial records of a dependent adult. 
♦ Write an evaluation or assessment of a dependent adult. 

Interviewing the Alleged Perpetrator 

Legal reference: Iowa Code Section 235B.3(7) 

In all reports of alleged dependent adult abuse when there is a caretaker who is the 
alleged perpetrator: 

♦ Make a reasonable effort to interview the alleged perpetrator. 
♦ Document the interview, or offer of an interview, with the alleged perpetrator in 

the final report. 

If an alleged perpetrator is in custody of law enforcement or corrections, seek 
assistance from law enforcement and the county attorney before interviewing the 
alleged perpetrator.  Law enforcement personnel may wish to assist in the interview 
and may wish to provide the alleged perpetrator with a Miranda warning, to ensure 
any information learned may be used for a criminal case. 

If while interviewing the person alleged responsible for the abuse, you discover that 
the person has the power of attorney for health care (POAHC), is acting as the 
dependent adult’s caretaker, and is not a relative of the dependent adult within the 
third degree of consanguinity, the person could be committing a violation of Iowa 
Code section 144B.4.  See Caretakers Who Have Power of Attorney for Health Care. 
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Collateral Contact Interviews 

Legal reference: Iowa Code Section 235B.3(7). 

You may want to interview other persons who have information concerning the 
allegation of abuse of the dependent adult.  You may request information from any 
person who may have knowledge of the alleged incident.  This includes, but is not 
limited to, the county attorney, a social services provider, a financial representative, 
or a person who is a mandatory reporter. 

That person must cooperate and assist, upon your request.  If the person objects due 
to confidentiality laws, provide form 470-3326, Dependent Adult Abuse Information 
Request, which quotes your legal right to obtain the requested information: 

 

“The Department may request information from any person believed to have 
knowledge of a case of dependent adult abuse.  The person, including but not limited 
to a county attorney, a law enforcement agency, a multidisciplinary team, or a social 
services agency in the state… shall cooperate and assist in the evaluation upon the 
request of the Department.”  Iowa Code, Section 235.B.3, subsection 7. 

If the person fails to provide the necessary information that you require to complete 
your evaluation or assessment, you may need to request assistance from the county 
attorney to obtain a court order. 

Courtesy Interview 

Upon request, all Department offices shall provide assistance to another office 
evaluating or assessing an allegation of dependent adult abuse.  Use the following 
procedure for courtesy interviews: 

♦ The requesting unit emails the other Centralized Intake Unit and requests a 
courtesy interview.  The requesting unit explains the situation and forwards 
materials as necessary. 

♦ The unit receiving the request conducts the courtesy interview within one week of 
receiving the email or receiving the written materials necessary to conduct the 
interview.  Any variation from this time limit must be discussed and agreed upon 
between units. 
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♦ The unit receiving the request telephones or emails the results of the interview to 
the requesting unit immediately following completion of the interview, and 
follows this call or email with a written summary of the interview within 20 
working days.  The unit that conducts the courtesy interview maintains a copy of 
the written summary until notified of the evaluation or assessment outcome. 

♦ If the interview was recorded, the interviewing unit forwards the recording to the 
requesting unit.  (This recording does not substitute for the telephone call or email 
and written summary.) 

♦ The unit conducting the evaluation or assessment confirms receipt of the written 
report from the unit that conducted the courtesy interview by providing that unit 
with an outcome notification following completion of the report. 

♦ Following receipt of the evaluation or assessment outcome, the unit that 
conducted the courtesy interview expunges its copy of the written report. 

Allegations of Abuse in Programs Providing Care or Training 

Legal reference: Iowa Code Sections 235B.3(7) and 252B.6(2); 441 IAC 176.6(11)“a” 

See Facility, Agency, and Program Evaluation Handbook, Comm. 195, for a 
comprehensive guide to completing evaluations of dependent adult abuse perpetrated 
by a caregiver in out-of-home settings. 

Gathering Physical and Documentary Evidence 
Legal reference: Iowa Code Section 235B.3(6) and (7) 

The next step in the evaluation or assessment process is gathering of physical and 
documentary evidence.  It is important that you observe evidence relating to the abuse 
allegation, and document your observations. 

Determine the accuracy of the allegations, in part, through the gathering and evaluation of 
physical and documentary evidence.  Evidence includes, but is not limited to: 

♦ Descriptions 
♦ Photographs or X-rays 
♦ Medical and mental health examinations 
♦ Sexual abuse examinations 
♦ Financial records 

These categories are further described below. 

http://www.dhs.state.ia.us/policyanalysis/PolicyManualPages/Manual_Documents/Forms/Comm195.pdf
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Forms and Correspondence 

In addition to completing the assessment or evaluation report, you are responsible for: 

♦ Notifying subjects and others of the outcome. 
♦ Submitting statistical data, notices, and a complete copy of the report to the Registry. 
♦ Notifying the facility of problems with policy or procedure (if applicable). 
♦ Sending a copy of the completed report to the county attorney’s office. 

Notice of Outcome to Subjects and Others 

Legal reference: 441 IAC 176.10(9) and (10) 

Make reasonable attempts to notify subjects of a report verbally of the evaluation or 
assessment outcome.  Do this as soon as you have completed the report. 

Use form 470-2444, Adult Protective Notification, to provide written notice of the 
evaluation or assessment results to: 

♦ All subjects of a dependent adult abuse evaluation or assessment, including: 

• The dependent adult victim. 
• The guardian of the dependent adult victim. 
• The alleged perpetrator. 

♦ A mandatory reporter of the allegation that has been evaluated or assessed. 

♦ A DHS worker who conducted a courtesy interview for the case at the request of 
the assigned worker. 

Complete and send this notice when you complete the report, or whenever you submit 
an addendum. 

When a victim has cognitive difficulties and would not comprehend the content of the 
notification, send the notice addressed to the guardian and the dependent adult. 

Inform subjects of a report and the mandatory reporter who made the report (if 
applicable) of their right to obtain a copy of dependent adult abuse information, 
included in the report. 
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Dependent Adult Protection Reporting Form 

Legal reference: Iowa Code Section 235B.5; 441 IAC 176.9(235B) 

When you complete the report, also complete the Dependent Adult Protection 
Reporting Form, 470-0681, for each dependent adult on which a report has been 
received alleging abuse.  The purpose of the form is to collect statistical data on: 

♦ The reported incidence of abuse. 
♦ Characteristics of the dependent adults and their caretakers. 
♦ Initial service assessments. 

The data gathered is used to provide a basis for determining the need for additional 
legislation, needs, and costs associated with identifying and treating abuse victims 
and perpetrators.  See 16-G-Appendix for instructions for completing form 470-0681. 

Forms Sent to Registry 

Legal reference: Iowa Code Section 235B.5 

Send the following forms to the Registry when you complete a founded report: 

♦ 470-2441, Suspected Dependent Adult Abuse Report 
♦ 470-0688, Dependent Adult Abuse Evaluation or Assessment Report 
♦ 470-0627, Dependent Adult Abuse Report Request for Extension 
♦ 470-2444, Adult Protective Notification 
♦ 470-0681, Dependent Adult Protection Reporting Form 

Send the following forms to the Registry for statistical purposes when you complete 
an unfounded report: 

♦ 470-2441, Suspected Dependent Adult Abuse Report 

♦ 470-0688, Dependent Adult Abuse Evaluation or Assessment Report.  (Send the 
cover sheet only.  Do not send narrative report.) 

♦ 470-0627, Dependent Adult Abuse Report Request for Extension 

♦ 470-2444, Adult Protective Notification 

♦ 470-0681, Dependent Adult Protection Reporting Form 
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Send the following forms to the Registry for statistical purposes when you complete 
an assessment report (no caretaker or finding is confirmed, not registered): 

♦ 470-0688, Dependent Adult Abuse Evaluation or Assessment Report (Send the 
cover sheet only.  Maintain copy of the narrative in the local office.) 

♦ 470-2441, Suspected Dependent Adult Abuse Report 

♦ 470-0627, Dependent Adult Abuse Report Request for Extension 

♦ 470-2444, Adult Protective Notification 

♦ 470-0681, Dependent Adult Protection Reporting Form 

Notice of Problems With Agency or Facility Policy or Practice 

While completing an evaluation or assessment in an agency, program, or facility, you 
may discover problems with policy, practice, or compliance with licensing, approval, 
accreditation, or registration rules.  If so, after completing the evaluation or 
assessment, you must send a notice to the agency, program, or facility about those 
problems.   

This notice is required regardless of whether the abuse allegations are founded, 
confirmed, not registered, or unfounded.  For instructions on completing the Notice to 
Facility and a sample letter, see Comm. 195, Facility, Agency, and Program 
Evaluation Handbook, page 31. 
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DELIVERY OF PROTECTIVE SERVICES 

The dependent adult may voluntarily accept services of the Department or other community 
agencies to address the problems identified in the evaluation or assessment.  Court intervention is 
required to appoint a legal representative for the dependent adult or to compel the dependent 
adult to accept mental health or substance abuse services. 

Voluntary Dependent Adult Abuse Services 
Legal reference: 441 IAC 176.6(7) 

You may offer dependent adult abuse services regardless of the conclusion of the report.  
You may offer services in cases where abuse is unfounded but a significant potential for 
abuse is identified for any dependent adult in the home. 

Explain to the dependent adult that the Department does not have legal authority to compel 
the acceptance of protective services.  When you are recommending services, make an 
effort to prepare the dependent adult for the treatment worker’s expected contact. 

The dependent adult abuse evaluation or assessment is the beginning of the case planning 
and assessment procedure.  A comprehensive case plan is not required for dependent adult 
abuse evaluations or assessments.  However, the case plan is required for all other 
dependent adult abuse protective services. 

You are responsible for providing an assessment to the treatment or services unit.  This 
may be included in the abuse report, the written referral to services, or a transfer memo. 

When protective services are accepted, the length of time that service is provided is limited 
by policy governing the specific service.  Terminate treatment services as soon as: 

♦ The case plan requirements that affect the protection of the dependent adult are met, or 
♦ The dependent adult withdraws or refuses further treatment services. 
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Dependent Adult Abuse Protective Services Case Plan 

Include in the dependent adult abuse protective services case plan the following: 

♦ Assessment: 

• The mental and physical challenges that prevent the person from being 
independent. 

• The services needed to protect the dependent adult or assist the adult towards 
independence. 

♦ Financial eligibility: 

• Dependent adult protection, social casework, and adult support may be 
provided without regard to income to dependent adults who are determined by 
an evaluation or assessment to be at risk of abuse. 

• All other services provided to dependent adults who have been determined to 
be at risk of abuse can be provided only if the dependent adult meets the 
financial eligibility guidelines of the service that is being provided. 

Some counties provide local purchased services to dependent adults at risk of 
abuse without regard to income.  Check for local resources. 

♦ Complete the rest of the case plan according to instructions currently in place for 
all case plans.  Generally the case plan will include: 

• Expected outcomes of the case plan. 

• Specific services and who will provide them. 

• Responsibilities and action steps for all persons included in the case plan, 
including the dependent adult. 

• Reassessment and revision. 
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Office of Substitute Decision Maker  
Legal reference: Iowa Code Chapter 231E 

The Office of Substitute Decision Maker was created to assist Iowans who need a decision 
maker for financial or health care related decisions.  The Iowa Department of Elder Affairs 
operates the Office of Substitute Decision Maker.   

The Office is designed to assist Iowans by providing information, resources, and training 
regarding conservators, guardians, power-of-attorneys, and other least restrictive options.  
In addition to providing information and resources, the Office has the authority to intervene 
when existing substitute decision makers are not fulfilling prescribed duties or the best 
interests of the dependent adult require intervention. 

When evaluating suspected dependent adult abuse, if the dependent adult has someone 
making decisions that are not in the best interest of the dependent adult, or if you need 
information or resources to assist with financial or health-related decisions concerning the 
dependent adult, you may wish to consult with the Office of Substitute Decision Maker.  
The office can be reached at: 515-725-3328 or (800) 532-3213. 

Substitute Medical Decision-Making Board 
Legal reference: Iowa Code sections 135.28, 135.29 

The State Substitute Decision-Making Board may make certain decisions regarding 
proposed medical care for persons who do not have another substitute decision maker and 
who are unable to understand the nature and consequences of the proposed medical care 
and thus can not give or refuse to give informed consent.   

Counties may appoint local substitute medical decision-making boards.  Medical 
professionals and laypersons are appointed to serve on the state and local Boards.  The 
State Substitute Medical Decision-Making Board may be reached at: (515) 242-6333 or 
http://www.idph.state.ia.us/bh/substitute_decision.asp.   

Boards may make placement decisions for persons, but are not responsible for financial or 
end of life decisions.  Boards require time to review the patient’s medical condition and 
carefully consider the patient’s decision-making capabilities.  Therefore the Boards are 
generally used when medical decisions are not an emergency. 

http://www.idph.state.ia.us/bh/substitute_decision.asp
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Caretakers Who Have Power of Attorney for Health Care 
Legal reference: Iowa Code sections 144B.4(1) and (2) 

A caretaker who has the power of attorney for health care decisions for the dependent adult 
and is not a relative may be violating Iowa Code section 144B.4, which prohibits 
designation of the following as the attorney in fact to make health care decisions for a 
person under a durable power of attorney for health care: 

♦ A health care provider who is attending the person on the date of the designation. 
♦ An employee of a health care provider that is attending the person on the date of 

designation unless the employee is related to the person by blood, marriage, or adoption 
within the third degree of consanguinity.  

This law does not apply to all other powers of attorney, which concern financial, not health 
care matters.  (See Iowa Code Chapter 633B, “Powers of Attorney.”)  There is no legal 
prohibition against caretakers being given power of attorney for financial matters whether 
related or not.  

If you discover a caretaker who is not a relative as described above and has power of 
attorney for health care decisions for a dependent adult, notify the county attorney and 
include this information in your evaluation of the abuse allegation. 

Because this is in violation of the law, another person will need to be designated with 
power of attorney for health care decisions for the dependent adult.  Relay this information 
to the dependent adult if the dependent adult appears competent to comprehend it.  If not, 
make a referral to the local DHS service unit, case management, or other local agencies 
that could arrange for a new power of attorney for health care decisions. 

Attempt to determine if the person with the power of attorney for health care decisions is 
performing in that capacity for any other dependent adults that the person is providing care 
for and who are not a relatives as described above.  If so:  

♦ Contact the county attorney’s office, as the person may be in violation of the law; and 
♦ Make a referral to the Intake Unit on any other dependent adults for whom the person 

may have power of attorney for health care.  It is reasonable to assume the caretaker 
may be exploiting the other dependent adults.  
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District Court Intervention 
Legal reference: Iowa Code sections 235B.3(7), 235B.17, 235B.18, and 235B.19;  

441 IAC 176.6(8), 176.6(9), 176.6(10) 

Supervisory approval is required in making a decision about pursuing court action.  
Determine whether the court should be involved in a particular case based on these factors: 

♦ Is the adult competent to make decisions regarding personal and financial affairs? 

♦ If the adult appears to be incompetent, is the condition temporary or permanent? 

♦ Has the adult exhibited behaviors that were life-threatening to self or to others? 

♦ Has a caretaker prevented an abused dependent adult from receiving services? 

♦ Does an abused dependent adult who lacks capacity to consent need emergency 
services or protection from a perpetrator? 

♦ Does the dependent adult appear to lack the capacity to make decisions concerning 
finances? 

♦ Does the dependent adult appear to be making financial decisions that are not in the 
adult’s best interests? 

The decision to pursue court action is not necessarily based on a finding that a dependent 
adult is abused.  The evaluation or assessment may reveal a circumstance which does not 
constitute dependent adult abuse, but which requires court intervention.  When legal 
intervention is necessary, consider the least restrictive legal option that is in the best 
interest of the dependent adult.  Legal interventions discussed in this chapter include: 

♦ Court-ordered interventions 
♦ Emergency orders for protective services 
♦ Guardianship 
♦ Conservatorship 
♦ Substance abuse commitment 
♦ Mental health commitment 
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Legal options that are less restrictive and available in Iowa are: 

♦ Conditional guardian or conservator 
♦ Temporary conservatorship during an evaluation or assessment 
♦ Temporary guardian or conservator 
♦ Emergency temporary guardian or conservator 
♦ Power of attorney 
♦ Representative payee 
♦ Standby guardian 

Information on representative payees can be obtained from any Social Security 
Administrative office.  Consult your county attorney for information on less restrictive 
legal options.  Legal options for persons who have mental retardation are found in Iowa 
Code Chapter 222. 

Legal Counsel Appointed for Dependent Adult 

Legal reference: Iowa Code Section 235B.3(7)“c” 

In every case involving dependent adult abuse substantiated by the Department that 
results in a judicial proceeding on behalf of the dependent adult, the court shall 
appoint legal counsel to represent the dependent adult in the proceedings. 

The court may also appoint a guardian ad litem to represent the dependent adult, if 
necessary to protect the dependent adult’s best interests.  The same attorney may be 
appointed to serve both as legal counsel and as guardian ad litem. 
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RELEASE OF DEPENDENT ADULT ABUSE INFORMATION 
Legal reference: Iowa Code Section 235B.6 

All information relative to persons receiving dependent adult protective services is confidential.  
This includes: 

♦ The names and addresses of the persons. 
♦ Information concerning their social or economic conditions. 
♦ Agency evaluations or assessments of information about them. 
♦ Medical or psychiatric data concerning them. 

Information contained in assessments (reports of dependent adult abuse resulting from acts or 
omissions of the dependent adult or when abuse caused by a caretaker is “confirmed, not 
registered” because the physical abuse or denial of critical care was minor, isolated, and unlikely 
to reoccur) is subject to the same confidentiality policies as all other service case files.  See 1-C 
for confidentiality policies. 

Withholding Social Security Numbers  
Legal reference: Public Law 106-433, Social Security Number Confidentiality Act of 2000 

(H.R. 3218) 

Always delete the social security numbers from any documents you release to someone 
who has access to dependent adult abuse information under Iowa Code Section 235B.6.   

♦ The social security numbers of the dependent adult and the person suspected of being 
responsible for the abuse are recorded on form 470-0657, Dependent Adult Abuse 
Intake.  Release this form only when ordered to do so by the court. 

♦ The social security number of the person named as being responsible for the abuse is on 
form 470-0688, Dependent Adult Abuse Evaluation or Assessment Report.  When 
releasing this form, always delete the social security number.  

Withholding the Name of the Informant 
Legal reference: Iowa Code Section 235B.6, 441 IAC 176.10(3) 

When releasing dependent adult abuse information to someone who has access under Iowa 
Code section 235.6, you may withhold the name of the person who reported the abuse if 
you believe the disclosure of that person’s identity would be detrimental to the person who 
made the report. 

http://www.dhs.state.ia.us/policyanalysis/PolicyManualPages/Manual_Documents/Master/1-C.pdf
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Court Testimony In Dependent Adult Abuse Cases 
Legal reference: Iowa Code Sections 235B.6(2)“d”(1) and (2); 235B.11; and 235B.12 

If you receive a subpoena to provide testimony or records in any court proceeding or 
deposition, first contact the attorneys involved in the case, unless the subpoena is from a 
county attorney. 

Inform the attorneys of the provisions of the Iowa Code regarding confidentiality.  If the 
attorney who desires the testimony persists with the subpoena, appear as commanded.  
When first questioned about matters relating to the dependent adult abuse information, 
make a statement that is essentially equivalent to the following: 

 

It is my belief that providing the requested information may be in violation of Iowa 
Code section 235B.6, unless the information is necessary to resolve an issue that is 
related to dependent adult abuse.  If I provide the information without proper 
authorization, I may be liable for civil remedies or criminal penalties as provided in 
Iowa Code sections 235B.11 and 12. 

I will provide the requested information only if specifically directed to do so by the 
court.  I request the that the court make a finding that the information is necessary to 
resolve an issue arising in a dependent adult abuse case and enter a written order to 
that effect. 

If the court directs you to provide the testimony on the records, then the only further 
restrictions on the testimony are those that arise from the judicial process itself and the 
need to withhold the name of the informant unless specifically ordered by the court to state 
the name.  Consult with your supervisor in preparing for any testimony. 

An opinion by the Iowa Supreme Court holds that Iowa Code section 235B.6 does not 
prevent the county attorney from using dependent adult abuse information in a criminal 
prosecution.  Therefore, you do not need to use the procedure above when you are 
subpoenaed by the county attorney in a criminal matter.  If an attorney other than the 
county attorney subpoenas you to a deposition, a court order directing you to provide 
testimony is required. 

Send a copy of the court’s written order to the Registry as soon as available, together with 
an explanation from the worker specifying the case and Registry numbers of reports about 
which information was disseminated.  If the court refuses to file a written order, submit a 
memo to the Registry explaining the facts of the dissemination. 
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Media Contacts 

In responding to calls from the media about a particular case, remember that according to 
law, you may not divulge details about a particular case nor even verify whether an 
evaluation or assessment is being or has been conducted. 

You may provide general information about dependent adult abuse evaluations or 
assessments.  For example, you may define who mandatory reporters are, how people can 
contact the Department, how an evaluation or assessment is conducted, what happens to the 
information gathered during an evaluation or assessment, etc. 

As with other requests from the media or legislature, complete a contact notation 
immediately using electronic mail.  Send the message to the following: 

♦ Your supervisor. 
♦ The service area manager. 
♦ The Field Operations Support Unit. 
♦ The deputy director for field operations. 
♦ The program manager. 
♦ The administrator of the Division of Child and Family Services. 
♦ The Department public information officer. 
♦ The Department director. 

Indicate the distribution as you normally would and type “Contact Notation” for the 
subject.  Remember to include the name of the caller, the caller’s phone number, what the 
caller’s relationship is to the Department, and a summary of the discussion.  Include 
specific questions and your responses. 

When a reporter asks questions you believe are best answered by central office staff, ask 
the reporter to call the DHS public information officer (515-281-4848) to locate the person 
most appropriate to answer the questions. 

The information officer will make sure the reporter is called by the appropriate person, 
saving you time in tracking down people.  Examples of calls you might refer are: 

♦ Questions about historical background on policy. 
♦ Details of legislative actions in particular areas. 
♦ The “ins and outs” of the rules-making process. 
♦ Requests for statewide data. 
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